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1l June 1981

MEMORANDUM FOR: ODP MAG Members

FROM

Executive Secretary, ODP MAG

SUBJECT Minutes of the 8 May 1981

ODP MAG Meeting

l. The MAG meeting was called to order at 1000 A.M. by the
chairman, |

2. Tom asked MAG representatives to be prepared to discuss
the Career Development for Applications, Production and
Operatijons at the June meeting in the | |

3. Notices will be circulated in June for MAG nominatiohs
to fill the seven positions that will become open in September.

4. | | said he would like to bring at least one
more video tape program to ODP employees working in the
Headquarters building before September,

5. The subject of rotational positions from ODP is of

~continuing interest. | suggested an open MAG meeting

with a qualified speaker on the subject. He also recommended tha
establishment of an open book of memoranda for the record, where
an employee could get a feel for different positions,

6. Last month the question arose concerning the ODP
Technical Writers Review of the Career Development Guides of
Operations Division and Production Division. The review of these
two guides did not suffer a loss in originality or spontaneity
due to the rewriting process.

7. | |next discussed competitive ranking with
the MAG and several ODP employees who attended this open
meeting. Everyone got a chance to ask George a question or two
about ranking. Your ranking is used as the primary factor in
determining whether or not you will be promoted,
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The ranking is done by a panel composed of Division andg
Staff Chiefs. There are four panels:

Applications

Processing

Management & Administrative
Special Projects

W
- L ] - L]

The panels discuss the case of each employee individually,
pointing out his or her strengths and weaknesses in job
performance. Where a difference of opinion occurs between
members of a panel, the supervisor closest to the employee has
the most say. Eventually each employee is rated on 13 factors
(see attached sheet) the most important being:

1. Productivity
2. Initiative/Responsibility

Each factor is assigned points\based on a scale of 1-9,
Most people receive a point spread between 4-8.

After the panel has reached a consensus score for each of
the 13 factors for each employee being evaluated the points are
added up resulting in a final score for each employee. .

Next the scores are ordered and the employees ranked inté
four groups. e.qg.:

I II III v
110 107 104 91 85 78 65 40
1 2 3 4 5 6 7 8

The following is a paraphrase summary of the meaning of each
category. A more complete description can be found in the CIA
Personnel Management Handbook (published May 81) on Page 7.

I. Exceptional--high potential, most
eligible for promotion.

II. Above average--good potential, still
eligible for promotion.

I1I. Average--there is a question whéther the
employee has potential for growth,
promotion not likely.

IvV. Below average--performance deficiency
interferring with potential, counseling
required.

The final ordering of employees is alphabetical within each

category. No record of ordinal ranking, i.e.: first, second,
third, etc., is made by panels.
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Employees who find themselves in the top two categories
could be eligible for promotion depending on the job position
they are holding and time in grade since the last promotion
(certain minimums have been set for each grade).

Promotions are awarded twice a year for each grade. The
ranking and categorizing are done once a year and reviewed after
six months to make sure they are still valid.

To find what category you are in, ask your division chief or

call the ODP/Personnel Officer on extension| | STAT
8. The next MAG meeting will be Thursday, 18 June, at 1000,
STAT | | room 3D41.
STAT
att: a/s
b
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ODFP COMPLTITIVE LVALUATION FACTORS

Instructions: Below are listed 13 rating factors to be used
in evaluating the employees on the attached worksheet. The
rater must assign each factor a score from 1 to 3 points.
Each rating factor has descriptive sentences with assigned
values in ascending order. O©044d ratings of 1, 3, 5, 7 and &
may be used to provide a wider scale where the evaluation
varies slightly from the descriptive sentence.

1. EXPERIENCE/VERSATILITY: The range and variety of knowliedge
and skills an individual has gained from past assignments
and ability to perform in a variety of new assignments.

A

2 Individual is still in the process of learnipng presenc
duties with limited ability to assume additional duties.

4 Has performed successfully in several assignments and has
~ability to perform in new fields of activity. ;

6 HBas cood knowledge of past and present assignments, is
capable of handling a variety of new assignments, and
willingly accepts changes in «assigrments.

8 Has excellent depth of knowledge and ability to handls=
a wide variety of assign—ents both in his speci~li1dad
arez and other fields. Actively seeks new assignments
to help the organization. '

2. PRODUCTIVITY: The manner in which an individual completes
assignments. :

2 Completes assignments reasonably close to deadlines,; :but
not witnout considerable cuidance. .

4 Ccompletes assignments within deadlines but could show more
cuality in products.

6 Completes assignments within deadlines. Products reflect
satisfactory level of guality.

8 Completes assignments in advance of deadlines and looks
for adéitional work. Products reflect a high level of
guality.

3. JUDGMZNT: The degree to which an individual aemonstiy«tes
good Judcment in making sound recommendations and efji:-ctive
decisions.

2 pPrefers to follow strict guidelines previously set or to

defer to the judgment of others. ,

Bas goo@ judgment, but hesitates to make decisions.. .

Generally makes decisions that are sound and appropriate

to area of responsibility. .

8 Can be relied upon completely to exercise sound judguent
in almost any situation. ‘ '

N

1Y
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»4. CREATIVITY/INLNOVATION: The dearee to which the individual
loentifaies, develops and expresses innovative alternatives
and solutions to problems. '

2 Dpepends on and accepts the ideas of others.

4 Generally uses the established approach to most problems
but makes an occasional suggestion for change.

6 Often applies original and innovative technigues to
solve problems. o

8 Is exceptionally resourceful and imaginative. Carries
ideas through to completion.

5. INITIATIVE/RESPONSIBILITY: The readiness with which an
individual identifies a need, organizes, devises and ender-
takes action.

Has 1little sense of responsibility.

Accepts responsibility when clearly identified by others.
Recognizes normal responsibility and undertakes apprepriate
actions without being prodded by others. v

8 Is an efiective organizer and continually seeks additional
responsibility.

DN

6. SELF-ZXPREZSSION: The effectiveness of the individual in

oral and written communication.
3 3

2 Bas limited ability for written and/or oral commubicetions. -

4 Has acceotable ability for written and/or oral communications,
but vsually reguires some assistance.

6 Communicates in an effective manner either orally cr in
writing. :

8 Written and oral presentations are especially clear,.con-
cise, logical, and thorough.

- 7. LELDERSHIP: The degree to which an individual influences,

inspires or motivates others in the successful achievements
of tasks or activities.

2 Has l1imited capability or desire to influence or motivate
Oothers.

Has moderate success influencing and motivating others.

Is very successful influencing and mativating others.

A hichly effective leader recognized by subordinates.
pPeers, and superiors for ability to influence and mot ivate
people in complex situations.

0 O

8. INTERFERSONAL RELATIONSBIPS: The degree to which the indi-
vidual successfully relates to and works with subordinates,
peers, suzervisors and counterparts in other organiza: ions.

Relates better to the work at hand than to other people.
Usually cets along reasonably well with others.

Is aware of the concerns of others and relates very well
in mcst situations.

8 Is exceptionally alert to interpersonal relationships
and is very effective in dealing with others.
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9.

10.

11.

12.

* SE LApgrpveH GUICREl&a4 PRG6I08122G CIA-RDP83Y0O0573R000200090¢43-gc he irdi-
Vigual ras shown interest in intellectual and professional
growth tnrough education, training and experience.

2 Shows no initiative to improve intellectual and prcfessional
growth, but does take training suggested by superviscrs.

4 Has made minimal effort to acquire additional trairing and
experience.

6 Has made substantial effort for self-improvement through
training and experience. ‘

8 Has made an exceptional effort to improve knowledge and
experience through a wide variety of training and special
assignments.

MOBILITY: The availability and willingness to accept a
reassignment--intracffice, rotational, or overseas.

2 Individual finds present surroundings as most accepntable
for the present and the future.

4 Individual proclaims an ipterest for varied assigrunants
but cannot or is unwilling to accept reassignment at this
time because of personal preference.

6 Willinc and available for relocation to other areas; how-
ever, nas some limitations because of legitimate madical,
education, or experience considerations.

8 Has Gemonstrated willingness and availdbility to segve
anvwhere, anytime to satisfy the needs of the Careex Service.

DEDICATION: The level of the individual's commitment toO

the tas¥s at hand.

2 taits for direction, easily distracted or discouraged,
needs constant prodding to complete tasks.

4 Shows some dedication but needs moderate reminders 10
focus attention on priority tasks.

6 Demonstrates a satisfactory level of dedication, noi
easily discouraged or distracted.

8 Exceptionally dedicated employee, a real self startier
who overcomes obstacles and opposition to complete
tasks.

POTEKTILY.: The capacity for further development and advance-
ment.

Has grown to full potential; further advancement unlikely.
Has cacacity for a measured amount of growth; some :dvance-
ment likely in time.

6 Has considerable capacity for further growth beyond present
level; excellent potential for advancement within n=2xt year
or tTwo.

> N

E}

'8 Has an excellent capvacity for growth and developmant for

advancement through next several grades or to executive
level. '
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SKILLS/TECHNICAL ABILITY: The degree to which an ind:vidual

has smastered and keeps abreast of the knowledge and shkills
requirec by the career service.

2 Lacks some basic technical knowledge or skills requisred
by the job at current grade.

4 Has the basic technical knowledge and skills requ1red by
the job at current grade.

6 Has technical knowledge and skills beyond regquirement of
the job at current grade.

8 BHas exceptional technical knowledge and skills--a re:ognized
expert.
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SECTIONE
Individual Duty

1. Individual consistently fails to meet the established work

standards for the duty or task performed. Performance is un-

satisfactory.

2. Individual trequently fails to meet the work standard for
the duty or task performed. Performance is marginal.

3. Individual occasionally fails to meet the work standard for
the duty or task performed. Performance is acceptable.

4. Individual fully meets the work standards for the duty or
task performed.

8. Individual occasionally exceeds the established work stan-
dard for the duty or task performed. Performance is good.

6. Individuat frequently exceeds the established work stan-
dard for the duty or task performed. Performance is excelient.

7. Individual invariably exceeds the established work standard
for the duty or task performed. Performance is superior.

7-78 EDITIONS

4of4

PERFORMANCE APPRAISAL DEFINITIONS

Overall Performance

Perfarmance does not meet all established work siandards for
the position and specifically demonstrates the. individual’s
failure to meet ane or more important job requirements (e.g.,
doesn‘t complete work: lacks the necessary knowiedge, skill,
or ability to do the job properly). Performance i< unsatisfac-
tory.

Perfarmance frequently does not meet all estabiished work
standards for the position and reflects a significant problem
relating to the individual’s suitability for contirued assign-
ment in the job (e.g., seldom completes wark .assignments
without strong support; work products or services are often
faulty snd incomplete). Performance is marginal.’

Performance generally meets established work standards for
the position but Characteristically needs improwment in a
specific area or on otcasion falls somewhat short of satisfying
all ;65 requirements (e.g., inconsistent work effart in meeting
deadlines; quality of work product or service sometimes needs
to be improved). Performance is acceptable.

Ferformance meets all established work standards for the posi-
tion and attests to a satisfactory level of job-relsted knowl-
edge, skill or ability (e.g., does what is expected; 12liable and
dependable, a typical performer).

Performance occasionally exceeds established wornk standards
for the position and is generally of higher quality than is re-
quired to do the job satisfactorily (e.g., generatby:produces a
better than averade product or service; reveals 3 good level of
knowledge, ability and skill in satisfying work requ:irements).
Performance is good.

Performance frequently exceeds established work standards
for the position and shows that the individual’s level of job-
related knowledge, skill, and ability is highly developed {e.qg.,
functions with ease in satisfying work requirements, producing
a high-quality praduct or service). Performance is excellent.

Performance invariably exceeds established work standards for
the position, and is characterized by extraordinary proficiency
suggestive of one expert at doing the job {e.g., highly efficient
performer, one who demonstrates impressive knowt=dge, skill
and ability in his or her work performance). Perfrimance is
superior.
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ODP COMPETITIVE EVALUATION FACTORS

Instructions: Below are listed 13 rating factors to be used
in evaluvating the employees on the attached worksheet. The
rater must assign each factor a score from 1 to 9 points.
Each rating factor has descriptive sentences with assigned
values in ascending order. 044 ratings of 1, 3, 5, 7 and ¢
may be used to provide a wider scale where the evaluation
varies slightly from the descriptive sentence.

1. EXPERIENCE/VERSATILITY: The range and variety of kncwiledge
and skills an individual has gained from past assignments
and ability to perform in a variety of new assignments.

AY

2 Individual is still in the process of learning present
duties with limited ability to assume additional duties.

4 Has performed successfully in several assignments and has
ability to perform in new fields of activity.

6 Has good knowledge of past and present assignments, isg
capable of handling a variety of new assignments, and
willingly accepts changes in assignments.

8 Has excellent depth of knowledge and ability to handle
a wide variety of assignments both in )is specialized
area and other fields. Actively seeks new assignments
to help the organization.

2. PRODUCTIVITY: The manner in which an individual completes
assignments. ’

2 Completes assignments reasonably close to deadlines, lut
not without considerable guidance.

4 Completes assignments within deadlines but could show more
guality in products.

& Completes assignments within deadlines. Products refiect
satisfactory level of guality.

8 Completes assignments in advance of deadlines and lcoks
for additional work. Products reflect a high level ot
guality.

3. JUDGMENT: The degree to which an individual demonstrates
good judgment in making sound recommendations and effective
decisions.

2 Prefers to follow strict guidelines previously set or to

defer to the judgment of others.

Has good judgment, but hesitates to make decisions.

Generally makes decisions that are sound and appropriste

to area of responsibility.

8 Can be relied upon completely to exercise sound Jjudgment
in almost any situation.

(231
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CREATIVITY/IKNOVATION: The dearee to which the individual
igentifaies, develops and expresses innpvative alternatives
and solutions to problems.

Depends on and accepts the ideas of others.

Generally uses the established approach to most problems
but makes an occasional suggestion for change.

Often applies original and innovative techniques to
solve problems. '

Is exceptionally resourceful and imaginative. Carries
ideas through to completion.

INITIATIVE/RESPONSIBILITY: The readiness with which an
individual identifies a need, organizes, devises and umier-
takes action.

Has l1ittle sense of responsibility.

Accepts responsibility when clearly identified by others.
Recognizes normal responsibility and undertakes appropiate
actions without being prodded by others.

Is an effective organizer and continually seeks additional
responsibility.

SELF-EXPRESSION: The effectiveness of the individual in
oral and written communication.

Has limited ability for written and/or oral communiceat; ons. -

Has acceptable ability for written and/or oral communirations,

but usually reguires some assistance.

Communicates in an effective manner either orally or im
writing.

Written and oral Presentations are especially clear, cen-
cise, logical, and thorough.

LEADERSHIP: The degree to which an individual influences,
inspires or motivates others in the successful achievements
of tasks or activities.

Has limited capability or desire to influence Oor motivate
Others.

Has moderate success influencing and motivating others.

Is very successful influencing and motivating others.

A highly effective leader recognized by subordinates,
beers, and superiors for ability to influence and motivate
people in complex situations.

INTERPERSONAL RELATIONSHIPS: The degree to which the ireii—-
vidual successfully relates to and works with subordinates,
Peers, suoervisors and counterparts in other organizatians.

Relates better to the work at hand than to other peop le.
Usually gets along reasonably well with others.

Is aware of the concerns of others and relates very welil
in most situations.

Is exceptionally alert to interpersonal relationships
‘and is wvery effective in dealing with others.
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10.

11.

12.

2

4

—~IMPROVEMENT/TRAINING: The degree to which the indi-

vidual rnas shown interest in intellectual and profess:onal
growth through education, training and experience.

Shows no initiative to improve intellectual and professional
growth, but does take training suggested by superviscors.

Has made minimal effort to acguire additional training and
experience.

Has made substantial effort for self-improvement threugh
training and experience.

Has made an exceptional effort to improve knowledge &nd
experience through a wide variety of training and special
assignments.

MOBILITY: The availability and willingness to accept a
reassignment--intraoffice, rotational, or overseas.

2

4

Indivicdual finds present surroundings as most acceptable

for the present and the future.

Indivicdual proclaims an interest for varied assignments

but cannot or is unwilling to accept reassignment at this
time because of personal preference.

Willing and available for relocation to other areas; how-
ever, has some limitations because of legitimate medical,
education, or experience considerations.

Has demonstrated willingne2s and availability to serve
anywhere, anytime to satisfy the needs of the Career Service.

DEDICATION: The level of the individual's commitment to

the tasks at hand.

Waits for direction, easily distracted or discourages,
needs constant prodding to complete tasks.

Shows some dedication but needs moderate reminders to
focus attention on priority tasks.

Demonstrates a satisfactory level of dedication, not
easily discouraged or distracted.

Exceptionally dedicated employee, a real self starter
who overcomes obstacles and opposition to complete
tasks.

POTEKTIZL: The capacity for further development and advance-

ment.

[ )

Has grown to full potential; further advancement unlikely,
Has capacity for a measured amount of growth; some agvance-
ment likely in time.

Has considerable capacity for further growth beyond present
level; excellent potential for advancement within next year
or two. 7

Has an excellent capacity for growth and development for
advancement through next several grades or to executive
level.
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13. SKILLS/TECHNICAL ABILITY: The degree to which an individual
has mastered and keeps abreast of the knowleoge and skills
reguired by the career service.

2 Lacks some basic technical knowledge or skills reguir=d
by the job at current grade.
4 Has the basic technical knowledge and skills required by
the job at current grade.
6 Has technical knowledge and skills beyond requirement of
the job at current grade.
8 Has exceptional technical knowledge and skills--a recognized
expert.
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) D= SPRIPTORS FOR COMPARATIVE EVALUATION

Compa
rat:we evalL.atlon a551sts in determlnmg the value of an -

employee,
mploy at a glven tJ.me to the Agency In plac1ng an ernployee in

--q

a comparatlve
.e-\.ialuat:lon category, Career Service Boards and Sub- group -

.._. l., ,‘-.

panels sh
ould welgh all aspects of an mdlvndual's record of perfomAnc
e,

Vo —.-' B
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growth of skllle and-expellencesA.demonerated potentlal, ev1dence of
capablllty, degree of f?éﬁé%}li{i-féf?atﬁerJaséighmenté }na conside}afldn
of assiwnment etc.). Comparative evaluatioﬁlcateoories assist manapement
in decisions affecting such dlfferent personnel actions as 3551gnmen;s
internal and €xternal training, Counseling, promotion to the next higher
grade and, if necessary, adverse actions such as down ading .
separations. y T
Career Service Boards and sub-group panels will at least annually
Comparatively evaluate all employees-in the same grade and, where
appropriate, in the Same function. Reasons for placing an employee 1in
Category IV must be given to Lhe Head of the Career Service a]onerlth
8 recommendation for remedial action. Heads of Carteer Services are
Tesponsible for assisting employees in moving from thlS category throu0h

CO\.mSElan arT
anglno Ie m°d131 ualnlng, elfectmg reas’siom.xonts down
) P - > 29 -

t i p

> ey ca

Policy, P1 i
<) anning, and‘Lanaoen=nt of employees Placed in Category IV, the
career s
erxlce action planned for each individual and will provide an

anmual follow-up report.
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These are emplovees whose personal history and work performance
€learly suggest a high degree of potential for Tapid career gTowT_h
1nto positions of 1ncreasmgly greater resp0n51b111ty.‘ Employees in
this Category are judged to possess experience, -knowledg.e, and talc_nts
which are presently c]early‘e.xz:el':;ti;)nal in comparison with their peers.
Career actiuns should reflect this evaluatlon through enhancing employea'-
talents and ex0101t1ng their potentlal

Category 11

These are enployees whose personal history and work performance
indicate the capability to assume greater responsibilities. Enployees
in this category are evaluated as presently displ;aying talent as well as
potential for advancement. Career actions should enhance employees'’
skills and furthér develop their potential.

Category III

These are employees whose personal history and work performance tend
to show they p.resently are close to realizing or have realized their
potential. Some emplovees in this category ray be capable of performing -
successfully at a higher level o_f Tesponsibility and some may not. Many
employees in this cateéory are providing valuable services in their present
assigrmment, and lateral assignments may not contribute much toward enhaneing
their talean or their va1u° to the Agency. In these cases career actionms
should provide for Lhelr continued work satisfaction. Career actions for
others in this category should provide the opportunity for Tevealing possible

further potential.
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Caterory IV cm o o TR

* These are e::rployees whose overall work performance reflects a - - -

specific deficiency in, or inability to meet, important aspects of .. .
work requirements which unduly limits their va]ue in their ass:Lgnmcnt - o
- e itr

or current career area. Employees in this category may have potent131

for growth but tnelr def1c1em:1es are such as to mterfere w1th or - >

L e,
. - . - - e
s, ., -1 P— - --. L. - - e B T R

preclude 1nproved performance in the current a_)51gnment or further

PR O ._~. e ‘._'__ . .-.d, . - cm e T em

: developm.nt in the career area. ' These employecs -w111 be adv:Lsed of thelr

2T LS
e ..1..

def1c1enc1es and placement in t}us categow.', (‘ounsel:mg or remedial
training is to be prov1ded. Career actions w111 be taken to establish
whether the talents of some of these employees can be utilized or
potential realized in another career fuimction or service within the Agency.
The deficiencies in work performance or behavior 'of some enmployees 1in this

Category may require thelr reassignment, demotion or separation.
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RATING FACTORS

ODP COMPETITIVE EVALUATION WORKSHEET
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